FILING A NEW BANKRUPTCY CASE
(Open aBK Case)

Open Netscape and go to our training website -

https.//ecf-train.lagb.uscourtsgov

The opening screen gppears as shown below.
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* Click once on the hyperlink Eastern District of L ouisana -

Document Filing System.

The CMECF Login screen appears as shown below.
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Type your login and password.
* Leave Client Code fidd blank.

* Click Login.
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The CMECF home screen gppears as shown below.
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* Click Bankruptcy on the CMECF Man Menu Bar.

The Bankruptcy Events screen appears as shown below.
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NOTE: BEFORE opening a bankruptcy case, be surethe mailing matrix
is prepar ed accor ding to the specificationsin Section 3 of this

manual.

No Petition should be filed without a matrix.
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* Click Open a BK Case.

The New Bankruptcy Case screen appears as shown below.
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The Case Number will be assigned upon completion of the
transmission and will gppear on the Natice of Electronic Filing.

The Date Filed field will aways display the current date. 1t cannot be
changed.

In the Chapter fidd dick the down arrow to the right of thefield to
choose the appropriate chapter. If the default is correct, then make no
adjusmentsin thisfidd.

In the Joint Petition fidd, the default isN(0). For ajoint filing, select
Y (es).

The Case Type will dwaysbebk.
If requirddhetéDes reemisasgiéfantt iisNila)g, change the Deficiencies fied to Y (es).

A list of possible deficiencieswill be presented on a later screen
at which time you will select the specific deficient items.

NOTE: In filing Chapter 13 cases dways sdlect Y (es) in the Deficences fidd
snce you're lacking the Ch 13 Plan.

* When dl fidds are correct, click Next.
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The Party Search screen appears as shown below.
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NOTE: Before you add the debtor, an attorney or any party to a case,
you should always sear ch the database to seeif that party
already existsin the database.

Y ou may search by Socia Security Number, Tax ID, Last Name or
Business Name.

Search Hints;

Enter onefield of datafor each search.

Format Socia Security Number or Tax ID Number with hyphens.

Search is case sendtive. Type Smith - not SMITH or smith.

Include punctuation asin O’ Brien.

Partial name can be entered.

Wild cards (*) are not required at the end of search strings.

Wild cards may be used before or within search strings, such as *son or Gr*y.
A question mark (?) represents awild card for one character only.

An agterisk (*) isawild card for any number (or none) characters.

If your first search is unsuccessful, try dternate search clues.

The agterisk (*) should never be used by itsdlf asit will seerch ALL recordsin

NONON N N N N N N NN

the database hampering system resources and possibly delaying response time,
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* Enter the debtor’ s last name or thefirst few letters of the last name; or,
if abusiness, enter the first word or sgnificant words of the business
name. The entire business name residesin the L ast/Business name
fidd. Thefidd szeis200 characters.

* Click Sear ch.

(Continued on next page)
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IF THERE ARE MATCHES,

the following screen will gopear listing the matches.
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* If one of the namesis the correct party, highlight the appropriate name
and press Select name from list.

The Party Information screen gppears showing the previous information

attributed to that party.
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* Verify the debtor’ s name, address, socid security or tax id number and

make any corrections to the address and county fields.

Proceed to Page 2.8
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IF THERE ARE NO MATCHES,

the following screen gppears indicating “No per son found.”
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After you have tried aternative searches (SSN or Tax ID) and
determined that the party is not in the database, then you can add them.

* Click Create new party.

The Party Information screen appears as shown below.
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* Enter the debtor’ s name, address, socia security or tax id number in
the appropriate fieds.
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*

NOTE:

NOTE:

Click the down arrow to the right of the County field and the parish
pick list appears as shown below.

Select the appropriate parish based upon the debtor’ s residence.

It is not necessary to fill in the Country, Phone, Fax and E-mall fidds
for the Debtor.

The ProSe fidd default isno. Accept the default.

Y our login and password identify you and the system will automaticaly
associate you as attorney for the debtor.

The default for the Role fidd isdebtor.
It isimportant that you check the Party Role field every time

you add a party to acase. Theonly timethe default iscorrect is
when you’re opening anew voluntary bankruptcy case.
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The Party Text field alows for further description of the debtor, such
as A Delaware Corporation. Any text added here will appear on the
docket sheet following the debtor’ s name.
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NOTE:

NOTE:

If the debtor has an dlias, click Alias.

The Alias Information screen appears as shown below.
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Enter the appropriate information - up to five diases - being sure to
identify the Role for each dias: aka, dba, fdba, fka

When completed, click Add aliases.

The Party Information screen returns.

Click the Review button to check the information.
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Verify theinformation.
Click Return to Party screen.

Be sure dl the information is correct before you dick the Submit
button as no corrections or changes can be made afterwards.

If the information entered is correct, click Submit.
From this point, the nameis added to the CMECF database.

Even if you abort this“ Open BK case’ event, the name remains
in the CMECF database.
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NOTE:

NOTE:

*

If thiswere ajoint petition, the debtor party screen would re-appear
and you would enter information on the joint debtor.

The Statistical Data screen appears as shown below.
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Select the Type of Debtor by clicking the appropriate box(es).

The Fee Status is Pad and Ingtdlment. If the feesare not paid in full

a thetime of filing and an Application to Pay Filing Feesin IngtdIments
is being filed with the Petition, then you would sdlect Ingtalment from
the Fee Status box.

Desgnate the Natur e of Debt as Consumer or Business.

The default value for the next fidd isVVoluntary. The other choice
being Involuntary.

The default for Origin isOrigind. If thisisincorrect, make the
appropriate selection from the vaues given: Origind, First Reopen,
Second Reopen, Third Reopen, Split or Inter-Didtrict Transfer.

The Date split/transfer fied is only used when ajoint debtor splits
from the origina case or when a case was transferred to this court from
another digrict. Otherwise, leave thisfield blank.

The Asset Notice field default isNo.

All Chapter 7 casesare entered as No Assets.

All Chapter 9, 11, 12 and 13 cases are considered and entered as
Asset cases.

Make the gppropriate selection.
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* In the Estimated number of creditors field, click the down arrow to
the right of the box and make the appropriate sdection from the pick

list.

* Inthe Estimated Assets fidd, click the down arrow to theright of the

box and make the appropriate sdection from the pick lig.

* Inthe Estimated Debts fidd, click the down arrow to the right of the

box and make the gppropriate selection from the pick list.

* Check the information, when correct, click Next.

If you selected Y es for Deficiencies on the Case Opening screen, a

Deficiency List screen smilar to the one shown below will appeer.

NOTE:

The Deficiency List will vary according to chapter beingf filed.
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* Check the corresponding box(es) as appropriate for the itemsthat are

not being filed with the petition.

* Click Next.
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The Select PDF document screen agppears as shown below. You
need to locate, preview and associate the petition file with the docket
entry.

This screen is used for associating the imaged petition file (PDF format)
with the entry.
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* Click the Browse button.
The File Upload window appears as shown below.

* Click the down arrow to theright of the Files of type fidd as shown

below.
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* In the drop-down box, click on All Files(*.*).

Open BK Case r31502 Page 2.12



* L ocate the appropriate PDF file.

NOTE: Always preview afile before you associate it
with the docket entry.

* To preview thefile, right click on thefile.

A drop-down menu as shown below will appear.

S I T W = = B fom
Iz [NES RG] i
i Y e OIS
S Lz ~aclm.. FI2
I [
i 1 T
i [ Y I s
Eu#
4 ] .
H kdza o
foros | Bt [ ST
menn [ A s
1. -
Lo
Salecn e pll o cmecb T semaenp e TH133z00 0] 2] Cedl Sl
1wl
Tdcnarne r
| Fin
P 1 i

Enurhmuntc o Pt & koo 5

* Left click Open on the drop-down menu to view thefile,

The following screen will flash as Adobe Acrobat Reader opens.
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The sdlected file opens with Adobe Acrobat Reader.
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* Check thefileto confirm that it is the correct one.

* Close Acrobat Reader by clicking the X on the (blue) Adobe title bar.

Thiswill bring you back to the File Upload window as shown below.

* If thisisthe correct file, double click the PDF file or click the Open
button as indicated in the File Upload window below.
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Thiswill associate the file with the docket entry as shown in the screen
on the following page.
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NOTE:

2
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If thisis not the correct file, then click the Br owse button and repeat
the steps from Page 2.12.

If there is an attachment to the petition, a the Attachment to
Document prompt, select the Y es box and proceed to the next page.

If thereis no attachment to the petition, accept the default asNo and
click Next and proceed to Page 2.20.

An attachment is a separ ate PDF document such as pay stubsto
be filed with a Chapter 13 petition.

An attachment isreferenced in the docket text separately and
the attachment image will be accessible by clicking on the
hyperlink within the docket text.
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IF THERE ISAN ATTACHMENT TO THE PETITION,

*

Click the Yes button at the Attachment to Document prompt.

* Click Next.

The Attachment Selection screen appears as shown below.
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Y ou need to locate, preview and associate the attachment to the
docket entry.

* Click the Browse button.

The File Upload window appears as shown below.

* Click the down arrow to theright of the Files of type fidd as shown
below.
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* In the drop-down box, click on All Files(*.*).
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* L ocate the appropriate PDF attachment file.

NOTE: Always preview afile before you associate it
with the docket entry.

* To preview thefile, right click on thefile.

A drop-down menu as shown below will appear.

e I i N =Y e

Iz NS e GTEEEE s
R e W Inue e
S Ly o ] T e
) [
i 1 e T
i [ T I s
£t
4 ] .
H hueza O
Fopar | cwom l ol T
mo e A st
1. -
[
Salrcn e pdl coimecb T emanp e T 30z00 0] 2] Cedl B
Ll
Tdenamic r
| Fin
P IRT Y

Gnurhmunte o Dlosmmants & ke 5

* Click Open on the drop-down menu to view thefile.

The following screen will flash as Adobe Acrobat Reader opens.
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The selected file opens with Adobe Acrobat Reader.
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* Check thefileto confirm that it is the correct one.
* If thisisthe correct file, close Acrobat Reader by clicking the X onthe
blue Adobetitle bar.

Thiswill bring you back to the File Upload window.

* Double click the PDF file or click the Open button
asindicated in the File Upload window below.
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Thiswill associate the file with the docket entry as shown in the screen
on the next page.
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* In the Description fidd, type brief, concise text identifying the
“atachment” file.

* Click Add to List.

Thefileis added to the L ist box as shown beow and the cursor returns
to Step 1 of the screen.
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To include additional “attachment” files, repest the Steps.

* When dl “atachment” files have been added, dlick Next.
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NOTE:

*

NOTE:

If you entered Y (es) in the Deficiencies Category in your initid screen,

the following prompt would gppear giving the deadlines for correcting
the deficiencies
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Click Next.

The Receipt screen appears as shown below.
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Enter your method of payment, either cc (for credit card)
or o(ther) for cash, check or money order.

Click Next.

Toabort or re-start atransaction at any time up until thefinal

docket text screen, click a hyperlink on the CMECF Main Menu
Bar.
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In a Chapter 11 filing, the Plan and Disclosure Statement Due Dates
and Receipt screen appears as shown below:
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* Note the deadlines.

Enter your method of payment, either cc (credit card) or o(ther) for
cash, check or money order.

* Click Next.
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The M odify text screen appears as shown below.
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Inthe M odify Text screen, you may enter additiond text to clarify or
give more detall to adocket entry. There is nothing to be modified in
this screen.

The entry is correct asis, so click Next.

The Final Text screen appears as shown below.
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NOTE: Read the entry carefully asthisisthe last time you can make
changesor corrections.

Thisiswhat will appear on the docket shest.

If the text and entry are correct, click Next.

The Case Number will now be assigned and the Notice of Electronic
Filing appears as shown on the next page.
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NOTE:

NOTE:

The Notice of Electronic Filing isthe verification thet thefiling has
been sent dectronicdly to the court’ s database and it is now an officid
court document.
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Make a note of the Case Number.

It isstrongly suggested that you print the Notice for your
records.

Filerswill have accessto the Notice of Electronic Filing at the
time of ther filing; but subsequent access must be made through
the PACER system and will cost $.07 per page.

The Case Number is a hyperlink to the docket report.

The Document Number is a hyperlink to the PDF file associated with
the docket entry.

Clicking on one of the hyperlinkswill bring you to the PACER
screen . You must enter your PACER login and password to
view any documents, run reportsor perform any queries.
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The Notice of Bankruptcy Case Filing is a hyperlink to the officiad
document used to notify creditors of the autometic stay.

The Notice of Bankruptcy Case Filing was creeted in addition to the
initid Notice of Electronic Filing and displays the debtor(s), the
attorney, the case number, and the date and time of filing. Itisan
officia notice and can be used to notify creditors of the stay of
foreclosure proceedings and other creditor actions. It should be saved
or printed & the time of thefiling.

The Notice of Bankruptcy Case Filing is dso available for viewing or
printing through Query on the CMECF Main Menu.

To print acopy of thisnatice, click the Print icon on your browser
menu bar as shown below.
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NOTE: Uploading the creditor matrix isthe next step after
opening the bankruptcy case. See Section 3 for
completeinstructions on the creditor mailing matrix.
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